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APPLICATION FOR RECORDS RETENTION SCHEDULE | 3FTuce of Te stenerany oe STare |

i A S 'AECORDS MANAGEMENT DIVISION

jp— [ — R

INSTRUCT !ONS See Pubhmtion No 76-°M--1 for instructions on cornpletmg th:s form Forward signed original to
Departmant of Acchives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Schedulmg Sactson

FORAGENCY USE  |1. Agency Address || FOR RECORDS MANAGEMENT USE

Application Date Department of Education [ Aeplication Number
October 2, 1979 Office of Administrative Services 7Cl - Q_O l o
‘ s —-{ Grants Management Section ERRRh A E—
Application Number 109 State Office Building %aé?r R“;EMSYS "Date compaated
: _ : 1

i e | BELEMER.GR 30334 1T T 1 00T 50 ggre |

2. Pnson to Contact Working Titla Telephone Number
Jackﬁ R;__g&a_t_rdson e eee .. =. . _ Grants Administrator 656-2441

e i i 4TI s s g p— gy

| 1. Action Requasted ' =
a. ¥ Estabusn Retantion Schedule; record will continue to accumulate.
b. [ Disposs of present accumulation; no furthar accumulation aﬂtIC!patEd

| ¢ (3 Amend ApplicationNo, ... . . . - Check One: {0 Change; (O Superceds; O Void . _ ]
4. Dates of Serias 5. f-l.ca ds Sems Title (fallowed by title used in office; if d:fferen t) '
Earliest -Latest
1943 l present TEACHER ALLOTMENT (Mid-term and initial)} FILES
8. Dwmon and Oﬂna Function - -~ What is the function of the Dms:on and the Dffice in which this reco(d sihes is creaféd_f T

The Grants Management Section ccoordinates the administration of educat10na1 grants, both
federal and state, between the department and local units of education; develops contracts;
provides forms management services; administers the records management program; provides
Systems and procedures services; and coordinates delivery of Electronic Data Processing
services with the Department of Administrative Services.

—
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7. Record Series Demlptso; Th:s flle contams the followmg daéﬁmnts (mc!ude r’orm numbers and t:tleé it 2 anyl:
Attach samples of the file,

Documants reiating to:  Maintaining fiscal allotments to all school systems in Georgia.

Included are: Allotment Sheets ~ ] for each county and local school system showing
total State and local allotments and expenditure categories.

Fileris arranged: Chronologically by fiscal years, then alphabetically be county system, then
2 alphabet:l.cally by city system name,

8. Monthly Refarence Rate  How often are records referred to which are: .~ T ormmmmeomemes
One to six months oid 22 . _: Saven to twalve monthsold __.22 ___; Thirteen to twenty-four monthsold — 2 . :
twentv -five months and older ___ 1 _? _

Lomen Ee e s S - mm mim s e — e e

9. Annual Rats of Aecumulatzon of Records ,
Lettersizedrawers ... ..;Legalsizedrawers ___ . . . _;Shelves

_ __.:Other (specify} _One book_per year._
(3-ring binder)
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E ﬂ@,,_ 10. Que-tionnam inacs an X" in the proper column) IO o 7___ e ;:W“B
. s this the official copy of tha series? . ‘ T
X{ | _ _Mnot.whereisit? _ _ R
% b Does tha series contain oonf:dential mformatlon requiring security handhng? If \}gs cite Iaw or regulation,
X | e, lsthisa vital record? o o o S .
X | d. Does this series have hlstoncai or !org term resezrch. value? o o h 'L_ __‘: . o -
o. When one or two documents in ths fils make it necessaty to keep the entire file for a long period, could these
NA ____documents be scheduled separatelv? _ _ L e .
X 1_f. Isthe information contained in_this series aver oubl'shed? if ves. attach conyv.. e
f(' g. |s the information contained in this series ever ana!vzad and/cr recorded ina summanzed report?
2.1 |fves attach conv. . B : - ST
h. lsthers a duphcauon of this series in your offlce of i in another office or agencv?
X | Jtves.where? _ This office (hand-written copy) _ u e
X | _i.._Isthis series for 8 mafor portion of it! reavlarly microfilmed? . ]
- W}S.,J-.QL Does the record series result in a comouter printout? .. . __ . . -~ o
11. Rstentlon Requirements The following requires the series to be kept:
-8 State Law — 0 yearms. d. Audit periad ——2 . . _years
b. Statute of limitation — .0 .. .years. . Administrative need _ 5 __vyears.
¢ Federal law - 0 .years, f. Federal retention instructions -0 _ . _vyears

Attqch copy of excert of Iaws or'regulation.s. Explain administrative need.

Need to answer questions to the school systems on their allotments for the current and
previous years. ) L e
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12 Appfovcd Dlsﬁ-nmson Innructlons Th-s égqnq} rencmmends that tha file sefies be cut off at the end of ‘each:

S . - -7 O Calendar Yeu; @ Flsca! Year [= Other L T _then,

@ Hoidin the current filesarea . _month(s) ___ 2 . -year(s) then

O Transfer to local hoiding area; hoid .~ _vyear(s); then

O Transfer to State Records Center;hold . . _year(s); then
‘0 Oestray. l

3@ Transfer to State Archives for permanent retent:on

I:l Other (Specify)

Thess instructions apply to all prior and future accumulations of the series,

R T 1 . I

7'_‘ 1 _?t | Records Managemant Offwar (s gﬁa_ture} | Date |
J¢f wa.%,‘/;fg ma&w, /d 8- 79

Stet Recorcs Commics (Siarure Date

Flecommendatlons in pard- Y, o
graph 12 are approved. State Auditor/Designee

ﬂl'dlﬁppmved attach letter - ) Y IRt ity

af__explaqgaaq.}A _ Sew%ate/Des:gnee W M /ﬂ -;y— f
_ 7 _ Attorney General/Designse q M m 7
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